The Maryl and- Nati onal Capital Park and Pl anning Comm ssion

TI TLE: Printing Speciali st GRADE: T04 CODE: 2325
SERI ES: General Adm nistrative Series DATE: 9/ 28/ 89

Definition of Class

Under direction, |leads the work of a printing and duplicating operation
involving a variety of materials. May provide direction to a smal
group in running a print shop. Perfornms other related duties as

assi gned.

Exampl es of | nportant Duties

1. Operates, and may guide others in operating offset printing
machi nes to reproduce letters, fornms, panmphlets and booklets from
of f set pl aces.

2. Est abl i shes standard operating procedures for set up of nachines,
maki ng proper adjustnments and applying chemcals and inks to
pl ates and cylinders.

3. May gui de others in proper adjustnents in machi ne and paper for
required registration; starts, operates, feeds, regulates and
adj usts offset press while in operation.

4. | nspects printed copies to insure satisfactory operation, and
makes adj ust nents.

5. Coordi nates the printing of and priority for the processing of
mat eri al; operating and mai ntaini ng equi pment related to offset
unit.

6. Performs routine inspections and m nor repair on equi pnent.

7. Est abl i shes schedul e for the performance of nmajor maintenance and
repair.

8. Mai nt ai ns stock | evels of supplies used and reorders when it is
necessary.

9. May supervi se career and tenporary enpl oyees assigned to perform

printing duties.

| nportant Worker Characteristics

A. Good know edge of (1) duplicating set-ups; (2) Comm ssion
activities;* (3) Conmm ssion organi zation;* (4) Comm ssion policies
and procedures;* (5) office priorities.
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| nportant Worker Characteristics (Continued)

B. Expert skill in operation of (1) duplicating equipnment; (2)
phot ocopier; (3) printers; (4) collation devices.

C. Ability to (1) create a system of operating office procedures; (2)
performroutine arithnmetic conputations; (3) comrunicate
effectively with others to give or receive information; (4) read
routi ne correspondence to determ ne proper routing; (5) use proper
spel ling, punctuation, and granmar; (6) proofread typed materials;
(7) organize work efficiently; (8) provide courteous service.

* Developed primarily after enploynment in this job class.

M ni mum Qualifications

1. H gh school graduation or GED; and
2. Three years of experience in printing work; or
3. An equi val ent conbi nati on of education and experience.

Wor ki ng Condi ti ons

Works in duplicating and printing shop with various inks and printing
equi pnment. Moderate pressure to neet deadlines or handle nmultiple
j obs.



